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Events Pack
General information for organisers
1. Introduction
This Events Pack has been designed to provide information for people wishing to organise an event on land or open space owned by the Council. Take time to read it thoroughly as soon as possible – this will save time and frustration later. 
As the owner of the land, the Council must be satisfied of a few matters before giving you permission for the event to take place: 

· the land is suitable for the proposed event

· reasonable precautions are in place to prevent people being harmed or a nuisance being caused to others
· the event is adequately insured so that in the event of an incident the Council is indemnified against any claims  
Although the Council may permit events on its land, it’s involvement in the event remains strictly limited to its capacity as land owner only and the Council has no responsibility for the organisation or management of the event outside of this role.  
In order for the Council to consider your event you must complete an application form. If the Council permits the event you will also be required to sign a terms and conditions form. 
The Council may require a deposit to be paid on the condition of the land.
The Council may also want to see evidence of risk assessments and procedures. The pack contains these and other forms that are designed for use by smaller and non-professional organisations. You do not have to use these particular forms. Professional organisations will probably have their own standard documentation and systems. Large events will require a detailed and specific written event plan.
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If you have any questions or uncertainties regarding what is expected of you do not hesitate to talk to the events team to discuss the matter. Certain issues may take time to resolve so it is important to allow plenty of time before the event to do this.
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Notifying the Council and other authorities about the event

a) The single most important thing to remember is: PLAN AHEAD AS FAR AS POSSIBLE 

The absolute minimum notification Westmorland & Furness Council needs is three months. This is for small and simple events. Larger events may need to be planned a year or more in advance. 

If there is inadequate time for the Council to consider the event properly it is extremely unlikely that it will get the go-ahead. 
b) You must return a completed event notification form to the Contact officer 

The Manager responsible for the land you wish to use will be your primary contact and will ultimately determine whether the event can go ahead. He may consult other parties regarding insurance, noise, food safety, health & safety and emergency services requirements. These parties may contact you directly to discuss particular aspects of the event, or alternatively a meeting may be arranged between yourself and all the interested parties together. 
Larger events will usually require a series of meetings with all interested parties in the run-up to the event.

The Council will usually be able to make an initial evaluation after considering the suitability of the land for the type of event and determine if the event can go ahead in principle. 

Final permission for the event will be given when any other interested agencies are satisfied and any required documentation has been received.
3. Contacts at Westrmorland & Furness Council
Please contact the Events team at Westmorland & Furness Council – events@barrowbc.gov.uk 
4. Organising and planning the event

To assist you in planning, organising and running your event a number of common issues are listed below. The size and complexity of your event will determine which issues are appropriate to consider and to what degree.
The Health & Safety Executive website contains information to help organisers run events safely: http://www.hse.gov.uk/event-safety/ 
Initial considerations 

The suitability of the site for the proposed event
· the impact on the local community – noise and other nuisance

· the size of the event and numbers attending

· how easy it will be for people to get to the venue and any car parking requirements
· site hazards such as deep water, the type and condition of the ground, busy roads next to the site, overhead power lines etc. 
· will any road closures be necessary

· whether infrastructure, exhibitors and emergency services can get adequate access
Timescale
· set out the proposed timescale and give yourself as much time as possible to organise the event. For a large event, you may need more than a year. Some specialist advice may be required, and special permission could take time. Do not forget that summer can be a busy time with other events taking place 
Licenses 
· a Premises License may be needed for the sale of alcohol, entertainment such as music, dancing, singing, or sporting activity. If you are planning any of these, or similar, attractions you should contact the Licensing Section of the Environmental Health Department as early as possible

· license applications will need to be made at least a month in advance 
· a fee may be charged for a licence
Insurance 
· all events will require Public Liability insurance to the satisfaction of the Council 
· any employed persons should also be covered by Employers Liability insurance
· you will have to provide copies of all insurance policies to the Council
Timing of the event
· the time of year, including the consequences of extreme weather conditions at an outside event and whether you will need to arrange lighting for an evening event
· the day of the week and time of day regarding noise and ease of travel/access 
· clashes with any other major events in the area 

The audience
· the aims of the event and the types of people to be expected to attend, such as young children, teenagers, the elderly or disabled
· numbers of people expected to attend

· specific facilities or additional stewards required to accommodate them 

Organising the event

The activities and attractions
· any specific hazards such as animals, moving vehicles, gas/electrical supplies, bungee jumps, fairground rides

· setting up and dismantling larger structures which may require certification

· crowd control measures and barriers 

· whether to charge an entrance fee 

Welfare arrangements
· whether toilets should be provided for larger and longer duration events

· whether first aid facilities should be provided 
Event plan
· for larger events a written event plan should be produced. You may also find it useful to record all your arrangements and responsibilities even for small events. 
· draw out a site plan identifying the position of all the intended attractions and facilities and designate the entrance and exit points, circulation routes, vehicle access and emergency evacuation paths
Emergency plan
· a formal plan should be established to deal with any emergency situations, which may arise during the event. The complexity of this will depend upon the size and nature of the event itself
· contact the local emergency services and tell them about the event. They may be able to give advice
Temporary structures
· temporary structures such as staging, scaffolding and marquees should only be sourced from, and erected by, experienced and competent persons. Larger structures and scaffolding may need to be certificated and formally ‘handed over’ by the erector to the event organiser. These should not be modified by any other person. A competent supplier will be able to tell you if/what safety checks will be required
· consider what effect weather conditions like rain and strong wind will have on structures

Signage 
· consider what signage is needed. This may include emergency exits, first aid points, information and lost children points and other welfare facilities such as toilets and drinking water
Stewards
· stewards at larger events must be fully briefed on all aspects of the event including crowd control and emergency arrangements. Written instructions, site plans and checklists should be provided to them. It is important that stewards can be easily identified by the public and that they can effectively communicate with each other and their supervisor
Crowd control
· the type of event and the numbers attending will determine the measures needed

· consider whether barriers and some form of public address system are necessary
· consider whether barriers will be required to protect the public against specific hazards such as moving machinery, barbecues, vehicles, animals and any other dangerous displays etc
· establish the maximum number of people the event can safely hold. Consider whether public need to be counted in and out to prevent overcrowding

· remember that one particular attraction on site may draw large numbers to a small area
Provision for the disabled
· specific arrangements should be made to ensure disabled visitors have adequate facilities, parking and access
Security
· depending upon the nature of the event, specific security arrangements may be necessary, including arrangements for securing property overnight 
· during the event cash at public areas should be kept to a minimum by collections to a secure area. Stewards or helpers collecting cash may require money belts or other carrying facilities
On-site traffic
· contractor’s and performer’s vehicles and other traffic should be carefully managed to ensure they are segregated from pedestrians. It may be necessary to only permit vehicular access at specific times and not during the event itself. Separate entrances should be provided for vehicles and pedestrians. Car parking facilities may have to be stewarded. Consider where such facilities should be situated
Off-site traffic
· unplanned and uncontrolled access and egress to a site can result in congestion or accidents. Traffic control both inside and outside the site may need to be discussed with the police. Adequate signs and directions should be provided in prominent positions on the approaches to the entrances

· if road closures, signs on the highway, traffic diversions and/or the placement of cones are required then an application may need to be made for a traffic regulation order
Transportation
· local rail and bus companies should be advised of larger events to establish if existing services will be adequate. You will also need to liaise with them if road closures or diversions are intended
Contractors, performers, exhibitors, caterers etc

· give them a copy of the event plan if you have one so they know event arrangements and what is expected of them
· all contractors should be competent to undertake their tasks. Ask them for a copy of their risk assessments/method statements, and satisfy yourself that they will perform the task safely and will comply with your health and safety rules and event plan 
· commercial organisations should have Public Liability and Employer’s Liability insurance – get a copy of their certificates. Ensure any caterers have been licensed by their local authority and that they will be sensibly positioned and near to water supplies etc. 

· adequate space should be left between catering facilities to prevent any risk of fire spread

· ask to see caterers’ food hygiene certification
Utilities
· if you are providing electricity, gas or water, you will have to ensure these are safe to use. Contractors bringing their own facilities to the event should be able to prove to you that these are safe. Consider what effect extreme weather conditions like rain and wind will have on utilities

· portable electrical appliances including extension leads etc. should be tested for electrical safety and a record kept. Any hired equipment should come with a certificate of electrical safety
· a residual current device (RCD) should be used and if possible the power supply stepped down to 110volts for outdoor events. Cables should be routed away from pedestrian routes, flown at a safe height or channelled to eliminate any electrical and tripping hazards
· generators should be suitably barriered if necessary to prevent public access 
· bottled gas supplies for example for cooking should be kept to a minimum and in designated areas away from the general public. The same should apply to any fuel supplies items such as portable generators etc
· all these arrangements should be clearly shown on the site plan
Contingency plans
· consider the implications on the event of extreme weather conditions. Will the event be cancelled? Could specialist matting be hired in at short notice or could the event be moved to an alternative inside venue? This will involve a lot of planning and may be too complex for anything other than the smallest of events. There could also be other scenarios, which should be planned for, such as dealing with a disappointed crowd if the main attraction has not turned up
Waste
· make arrangements for waste disposal and rubbish clearance both during and after the event. At the close of the event the site must be left in a clean and tidy condition to the Council’s satisfaction
Accidents 
· you should have a system for recording information in case an accident occurs. The names and addresses of witnesses should be obtained, photographs taken and a report made by the organisers for your own insurance purposes. The Contact Manager should be informed of any accidents as soon as practicable. A sample accident reporting form is included in the pack
Site condition after the event
· after the event is over and all items have been removed from the site, you should make sure the site has been left clean, tidy and undamaged
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